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MAJOR ACCOMPLISHMENTS AND SIGNIPICANT DEVELOPMENTS IN THE TRANSACTIONS
AND RECORDS BRANCH DURING 1 JULY 1960 THROUGE 30 JUNE 1961

Preparation -~ The most significant development in
Branch opexs allation of a completely revised system of
prepw.‘.nf: Form 1150, Notification of Personnel Action, and the simultaneous
preparation of input data for mechine purposes. Prior to October 1960, the
Form 1150 contalned information relative to the "From" side of & persomnel
action as well as the "To" side. As Status Section prepared a Form 1150
(using & Flexowriter), a by-product paper tape waa automatically punched.
This tape waa then used to prepare two punched IBM ocards, which were then
forwarded to Machine Records Division for up-dating the IBM master file,
Mfecilve the beglnning of October 1960, Status Bection instituted the use
of a copletely revised Form 1150, which contains data only for the "To"
side of @ personnel action. BSimultansously, s punched peper taps (in IBM
sode) is generated, which is then run through a iranslator in order to con-
vert the coding into RCA-501 cods. The final paper tape is forwarded to
the computer center for up-dating the computer master file, During the
period October 1960 thyough January 1961, each personnsl action request
received by the Office of Personnel was prepared twice by Status Section:
once to accommodate the IBM equipment and once to accommodate the canputer.
The pwpose of this dusl cperation was to provide e system for cross-checking
perscnnél deta fed into the computer in order to "de-bug” the computer PO~
gramulng. As of the first of February 1961, the transition to the computer
:%mt&n for personnel action preparation wes complete and the IBM system was

*

2, W &Esonnel Actions - One of the advantages possible through
the use 8 compu as compered to IBM equipment was that personnel actions
on militery personnel could be processed in & manner compatible with the process-
ing of civilian personnel actions. Detailed procedures were developed for the

initiation, coordination, and submission of Form 1152 on militery perscnnel
‘and for the final preperation and distribution of Form 1150.

_ ~ As one of the stages of preparation for

) computer sysiem, the Brench wes responsible for drafting
& pet of Ingtructions relative to the preparatlion, coordination, and sub-
mission of the revised Form 1152, Request for Personnel Action. The instruce
tlons were finally printed in the form of Eandbook In order to
sxphaslze these lnstructions, the §/TRB conducted & Berles Of brisfings of
peracnnel officers, personnel assistants, and administrative officers repre~
senting all components of the Agency. There was & total of seven group
brisfings, with each group comprised of 15-20 personnel. Additionally, a
special briefing was conducted for the benafit of sll appointment clerks
sl supervisors, to smphasize the requirements for special data on appointment
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rds « For more than a year this Branch had been recom-
mending a reduction he volume of aspplicent card files through the selective
destructlon of those cards which had outlived their usefulness. Dwring March
1961 & decipion was rendered by the Office of the Director of Personnel that
&ll applicant cards would be retained for an indefinite period and no destruce
tion was suthorized. The besic reason lesding to this determiuation was that
Congresslonal interest could arise at any time in connection with a glven
spplicant and the Agency should not be placed in the position of having to
edmit thet our records regarding the spplicant had been destroyed. Following
this same veln of » & determination was alsc made that all incoming
appliosnt correspondence would be folderized and retained for s minimm of

two years before being considered for dsetruction.

Pargonnel Folds arge Control - The Branch installed & revised
systen for the recording logns of ofiicial personnel folders. Formerly,
the pergonnel folder wes maintained in an out Jecket which also housed the
travel documents. Upon request for the loan of a personnel foldar, the
folder was removed and given to the requestor and the charge card was maine
tained in & gpecial card f£ils established for that purpose., Under the present
system, the file drawers for persomnel folders contain only pexrsonnel foldersj
the travel documents and old out Jacketa have been removed and reesteblished
88 & geparate file. When e personnel folder is being charged out, the charge
cerd itself is placed in the holder of a specisl "out card” which, in tum,

is filed in the place of the removed personnel folder.

6. Gorresponde geview - In an effort to expedite the aclknowledgment
of :iac BLive to employment, & procedure was installed for
the pre , screening of incoming ceses. This initial review vill, in
most cases, indicate vhether the latter is the initial contact by the applicant
or is follow-up correspondsnce. Further, a general determination can be made
as to whether the applicant 1s interssted in a clerical position as opposed
%o & professional position. In the cese of an initial contact letter, the
correspondence reviewer immediately Prepares a form letter reply which 1s
both an aclmoviedgment and a transultial of nscessary forms to be completed
by the spplicent, In the case of & follow-wp letter being received, the

-] : ce reviewer sends & siupls aclmowledgment, theredy providing a
little time for an smalysis of the individual's qualifications and shopping
of the file prior to preparing a final dscision on the applicant's case.

J ga2on ~ The Office of Becurity began & program of

L Agency employees. Under this program, a listing of selected
nanes ;m provided to various components of the Agency to dttermine whether those
components bave any information about the exployee vhich should be congidered by

-l
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personns 1 Ler Lonversion - A project was initiated to Teplace the
old personns iars vith & nev style folder (recently installed in the Fade
eval Supply System). The new f£o 8 oy the system of name tabs inserted
into a plastic slot (which is w%mﬁ of the folder) rather then
having the name typed directly on the ‘Polder. Further, the new folders are

(PRO-FIIE) for the maintensnce of the personnel folders. The old style
folders could not be housed in Pro-File equipment because of the location
of the name tabs on the folders, )

folder,v the operating office, and the employse. The Branch verified ths infore
mation on thess sctions by comperison with the gervics record card maintained
for each individual, and simltanecusly posted the revised selaxry rate to the

service record card.

termtuated prior to AprIL 160 ware retired to the CIA Bocouss Center.

PRkeeSEns FALe8 ~ Those applicant filss which wers not coded for
ualifications end £ Uch there had been no correspondsuce since 1958
& total of approximate Bl voro retired to the CIA Records Centar,

12, A ptatistical recapitulstion of major sctivities within the Pour
Bections 1s attached.
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Employee Files - The perscnnel folders of employses who



25X9

Approved For Release2001/05/0{hedidigh00010a420024-6

1, Employee Files Cherged Out
2., Termineted Files Charged Gut
2. Baployee Flle Material Received
+« EOD Flles Esteblished
$. Applicant Folders Established
6. Licant Files Charged Out
Te 1 Inserted In Applicent Flles
8+ Files Requested From FRC Or Other

Mgencles

3+ Boutine Letters Prepared 20 1683

2. Bpecial letters Prepared 6569 | ShT
E. Congressional Letters Prepered 2 12
« Front Offlice Ietters Prepared 21 2

1. Persomiel Actions Prepared q 25X9A2
2. Documents Coded ; 1539

1. Persomnel Actions Processed 25X9A2
2. Perlodic Step Incresses Processed
3. BCD's Computed 2
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